ENTERING A TYPING TEST SCORE

Entering a Typing Score

PoBER fon (P REaVERAE BECKSE v @
e
1

Figure #1 Toolbox 2.0 Speed Button Bar
Step-by-Step:

1) Click the Test Score Icon.

Toolbox 2 (Production} - Testing

File Edit Mavigation Options Utility WO UHility
%8 Testing - Mass Entry
ey S BT RS EETEEN S ] S E i e h e Eizpzie Sl e Test Entry I CRC
2
Test Date: [ TAE Category: | ~| Test Mame:| |
Location:| cEnTRAL OFFICE ~| TestForm| | [~ Repest S3hs

Figure#2 Testing Mass Entry Screen

Step-by-Step:

2) Click the Test Entry tab.
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Figure #3 Testing Mass Entry Screen
Step-by-Step:

3) Select “Clerical” from the Category dropdown list.
4) Select “QWIZ Typing Test” from the Test Name dropaholist.
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Figure#4 Testing Mass Entry Screen
Step-by-Step:

5) Enter the seeker SSN in the blank.
6) Enter the “Gross” and “Errors”.
7) Accuracy and Net will populate automatically.

| NOTE: You can enter multiple seeker records from thrseen.
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Figure #5 Seeker Screen
Step-by-Step:

1) Access individual seeker record.
2) Click on the “Test Score” icon.
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Figure#6 Test Screen

WorkKeys/Clerical Scores

Step-by-Step:

3) View typing scores in the “Clerical” table from th&orkKeys/Clerical Scores” tab.
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Viewing Scor es from the Job Seeker Record
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Step-by-Step:

Figure #7 Seeker Screen
Desired Job Title Tab

1) Access individual seeker record.
2) Click on “Des Job Title” tab.
3) View scores in Clerical Test area in the lower righthe screen.
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